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Sick Leave for Family Care and 
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Family and Medical Leave Act of 1993 
(FMLA) 
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Family and Medical Leave Act of 1993 
(FMLA) cont’d. 
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The Case of Great Expectations 
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Leave Without Pay (LWOP) 
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The Case of Anna and the Alaskan Adventure 
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Absence Without Leave (AWOL) 
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Administrative Leave 
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Doug’s Dilemma 
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Other Leave Types 
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Local Leave Policy 
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Sample Local Leave Policy 
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Exercise:  Name That Leave! 
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Appendix A:  Tips for Solving the Greatest 
Mystery of All:  Dealing With Leave Abuse 

Chronic Tardiness/Leaving Early 

(most common leave problem)

• Irritates other employees
• Encourages others to do the same
• Reduces productivity in work unit
• Creates problems for you in attempting 

to correct/deal with other problems 

 
�

How Do You Stop It?

• Establish clear policy and 
communicate to everyone

• Monitor
• Usually best to discuss individually 

even if more than 1 employee 

 
 

Employee Counseling

• Review Leave Policy
• Relate personal observation
• Let them explain

• Excuses, excuses, excuses
• Discuss availability of 

Employee Assistance Program

�

�



� ��� ��� � � �� �� �
���� � 7��� � ��$ � � ��
� �8 � 
�� �#�� � � ��������

" �� ��9 ����%:/ :�; ; (��

Employee Counseling

• Regardless of reason –
employee’s responsibility

• Consequences
• Document

�

�

If It Persists

Deliver consequence the very first 
time, regardless of excuse.

• Informal 
• Letter of Warning

• Formal
• Letter of Reprimand 

 
�

Other Problems

• Calling in to request AL – not 
calling in

• Calling in to someone other than 
supervisor

• Someone else calling in for the 
employee

• Routine sick leave abuse 

�

�

IN ALL CASES:  ESTABLISH A WRITTEN 
LEAVE POLICY FOR YOUR WORK UNIT!  
DISCUSS! 
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Appendix B:  Where to Find Some 
Common Leave Admin Forms 
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